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1.  Go to the follow
ing U

RL and log in: http://ccgprod.ccounty.com
 

O
nce logged in – select CCP iProcurem

ent  
from

 the m
enu on the left. 

 
 

3. Select the M
arketPlace Link. 

2. You m
ay have to log-in again because it is re-

directing you to the iProcurem
ent link.   

Go ahead and log in again if it asks.  
 



4. Punchout to w
hichever vendor you w

ould like to.  In this exam
ple choose O

ffice Depot. 



5. Shop as you norm
ally w

ould.  In this exam
ple order som

e blue pens.  Searched for “blue pens”, 
added a quantity of 1 and selected “Add to Cart”. 



6. To m
ove forw

ard to check out, select Check O
ut.  

7.  Select Checkout again.  



8. At this point the order w
ill be brought back into O

racle from
 the punchout M

arketPlace site. 
•

Enter a justification if necessary 
•

Provide the correct Deliver-To Location 
•

View
 the account inform

ation by clicking on the U
pdate Line Pencil (next slide) 

•
You w

ill also be able to see w
ho your approver is 



9. Click on the pencil under “update line” to view
 the account inform

ation.  If you need to change the 
funding account for any reason, this is w

here you w
ould do that.    



10. Click Subm
it in the top right after you have filled everything out.  

11. You w
ill receive a notification that your order has been sent for approval.  



12. O
nce you click “Continue Shopping” you w

ill be taken back to the hom
e screen w

here you w
ill 

see the requisition you subm
itted in “In Process” status.  

13. O
nce Approved, you w

ill receive a notification in your W
orklist.  

14. If you receive an “Insufficient Funds” Error, you w
ill need to check the account string to ensure 

there are funds.  See next page. 



15.  Click the update line button on the requisition w
ith insufficient funds. 

16.  Check to ensure that the account string  you’ve chosen has budget.  You m
ay need to update the 

“Program
” segm

ent of the string.  Double check this w
ith your budget team

 to find w
here your funds 

are located.   


